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Research and Planning Division

Excel for Ad Hoc Reports
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Programmatic Objectives

Access and 
manage 
your data

Identify 
patterns 
and general 
descriptions 
over time

Use results 
to help in 
decision 
making
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Program/Data Questions

How is the data 
important for 
planning purposes?

What questions can 
the data answer?

What is the data 
telling you?

• What

• Why
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Descriptives

Total Count

Maximum Value

Minimum Value

Middle Value (Median)

Most Frequent 
Value (Mode)

Average 
(Mean)

Percent 
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Basic Stats in Action

Example Basic or Descriptive Statistic

Youth Age

A 16

B 15

C 15

D 14

E 12

• Total Count = 5

• Maximum Value = 16

• Minimum Value = 12

• Middle Value =15

• Most Frequent Value =15

• Average = 14.5

• Percent = part/whole * 100

1/5*100 = 20%
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Sub-Populations of Interest

Sub 
Populations

Sex/Gender

Age

Race/

Ethnicity

Risk Level

Need Level

Geographic 
Location
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Technical Objectives

Save Ad Hoc reports in Excel

Use Pivot Tables to work with 
data

Create Pie Charts, Bar Graphs, 
and Line Graphs

Explore Formatting options
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The demonstration is based on the 
following JCMS report
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Ad Hoc Report Transition

• At the top of the JCMS report, there 
should be “Export to CSV”.  Click on this 
phrase.

• It will create a CSV file that looks like an 
Excel file.

• You may want to save it as an Excel file.

• To do so:

– Click on file (upper left hand)

– In the pop up window that opens, 
click “Save As”

– Then in the window that opens 
click on the drop down menu for 
“Save As Type” and pick the Excel 
you want to save it as.
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Excel File

• You should get something that looks like this:

• It will make things easier if you delete the rows 
that have Report and Total in them
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IF Formula

• Click on the column after Juvenile 
Race.  Then click on                                 
in the top right.

• Insert Sheet Columns.

• Type in RacEth in the top cell.

• In the next cell down, type = and 
then click on the fx above column 
C or D.

• A pop up will open.  Type in If at 
the top. 

• Type in the following, or you can 
type it in the task bar next to fx.
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Pivot Table Insert Instructions

It is usually a good idea to start with a Pivot 
Table.

Click on Insert (upper left hand corner).

Pivot Table is the farthest left item under Insert.
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How to Find a Pivot Table

1

2
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Pivot Table Insert Instructions part II

• When you click on Pivot Table, 
there should be a moving green 
fence around your data and a pop 
up screen that looks like this 
appear.

• If you have deleted the Report 
and Total lines, then all you have 
to do is click OK.
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Building a Pivot Table part I

• Clicking okay will make half of 
your screen look like this.

• Click on the box next to the 
variable you are interested in.

• The variable should appear under 
rows.  If the value of the variable 
is a number it might go under 

• .  You can drag it back to 
Rows.

• You also want to drag something 
into                .



September 7, 2016 Texas Juvenile Justice Department 17

Building a Pivot Table part II

• If you drag something with a text 
value into                , you will get a 
count of how many things are in 
the categories in the row box.

• It is often very useful to put the 
same thing in twice in the                 
box.

• If you do this, one column can be 
the number and the other the 
percent.

• If you right click on the duplicate 
column, you will see an option for 
Show Values As.  Pick % Column 
Total to get the percentage.
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From Pivot to Regular Table

• Sometimes it is hard to edit pivot 
tables, so I recommend copying 
the table and pasting values (the 
icon will have 123 in it).

• You do lose the format.

• I would change Row Labels to 
RacEth, Count of Juvenile Full 
Name to Number and Count of 
Juvenile Full Name2 to Percent.

• I would highlight the numbers 
under Percent, and go to            
and click on %. 
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Formatting a Table

• At this point you should think about 
how you want your table to look, 
with consideration for how other 
tables produced by your agency 
look.  Some considerations:

– Do you want lines around the 
table to distinguish it?

– Do you want lines in the table?

– Are there colors your agency 
tends to use?

– Do  you need to focus attention 
on a particular row or column?
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Where is Formatting in Excel?

• Most formatting options are under Font or 
Cells Format.

• Before clicking on either of these, highlight 
the cells that you want to format.
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Charts

• If  you recall how you inserted a Pivot Table, 
you can go to the same place, but a little to 
the right and find charts to insert.

• I recommend that if you are making a chart 
from a table to  just highlight the name of the 
values and the numbers.  Don’t highlight the 
total.
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Build a Pie Chart

• If you highlight RacEth and the 
names of the zip codes, and click 
on under charts            , you will 
get something like this.

• There are a lot of ways to edit a 
pie chart.

• If you click on the pie chart, you 
will see two new tabs appear at 
the top of your spreadsheet (or 
four if you are using an older 
version of Excel).  You want to 
look at the design tab.
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Format

• Probably the most important 
thing is add a chart element.

• For pie charts, the most 
important data element to add is 
the data label, which opens up a 
split screen that looks like this.  
Here you can chose what data 
labels to display and where they 
will show up.
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Clicking on the Chart

• Left clicking on the chart, the title, 
the labels, or the legend opens up 
some formatting options.

• gives you options about the 
colors of what you clicked on.

• gives you options for things 
like shadows, 3-D, or other special 
effects.

• changes the size and alignment 
of any text.

• lets you change the positioning 
or what is displayed.
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Multiple Column Tables

• If you drag variables into the row and column 
boxes, you can make more sophisticated 
tables.

• For example, if you put program names in 
rows and program outcomes in columns, you 
get something like this:
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Percentages in Multiple Column 
Tables part I

• If you want percentages in this type of table, you have two options:
• 1) Make a separate table (copy and paste, but you don’t have to 

paste values).
• You will need to decide if the percentage change across columns 

(what % of A New Vision completed vs. failed), rows (what % of 
completers were in A New Vision), or total (what % of program slots 
were A New Vision).

• I recommend including a sentence or note directing the reader’s 
attention to which % you are using (a little subtlety is good: As seen 
in Exhibit X-1, 2/3rds of A New Vision attendees completed the 
program).

• Right click on one of the numbers and go to Show Values As. Click 
the type of percentage you want to use.

• If you just want to show the percentages table, it is often helpful to 
indicate the total number of cases.
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Percentages in Multiple Column 
Tables part I

• 2) Drag the variable in the sum box in a 
second time.

• Right click on one of the numbers and go to 
Show Values As. Click the type of percentage 
you want to use.

• This will look pretty ungainly in the pivot 
table, so copying and pasting values is a good 
idea.
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Before and After

• Highlight completed and the cell next to it.

• Click on Merge and Center toward the middle 
of the top bar.  
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Column Chart

• Going back to the percentage-
less table, we can look at a 
more sophisticated chart.

• Highlight as shown on the side:

• Click on Insert Charts just a little 
to the right of Insert Pivot 
tables.  Pick the column chart 
(upper left corner).
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Customizing the Column Chart

• When you go into Add Chart Elements in the 
Design tab, you will notice a lot more options 
available than when you were looking at the pie 
chart.

• One I particularly recommend is Data Table.  This 
shows the values that make up the table.  You 
should make the exhibit larger when you do this.

• You can also click on the chart elements like with 
the pie chart.
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Tips

• The undo button      is your best friend. 
• If you are making a chart or table to show 

someone, it never hurts to have a sentence or 
note about what the table or chart is supposed to 
show.

• Give the table or chart to someone to see if they 
can figure out what they are supposed to get 
from it, and if they can’t see it, you need to 
change it.

• It is better to practice when you don’t have a 
deadline. 
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Style Guide

• Speaking of practice…..

• When you are practicing (or making a table or 
chart) and you find something that you like, I 
recommend writing it down in a document.  
Fonts, lines, colors, type of exhibit are all good 
things for the guide.

• The more checklist the better.

• When you are in a hurry, the more you can check 
off and the less you have to think about, the 
faster it will go.
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Future Topics

• In future webinars, we will look more at 
functions, including using V lookup to 
compare the recidivism rate between 
programs, and how to use the IF function to 
make tables with one record per youth.

• We will have a survey attached to the webinar, 
please fill it out with ideas for other Excel 
needs.
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Resources

• It is often helpful to look at other agencies to get 
ideas on how your charts and tables should look:
– TJJD at 

http://www.tjjd.texas.gov/statistics/researchdetail.asp
x

– Bureau of Justice Statistics at https://www.bjs.gov/

– National Criminal Justice Reference Service at 
https://www.ncjrs.gov/App/Topics/Topic.aspx?TopicID
=122 or 
https://www.ncjrs.gov/App/Publications/AlphaList.asp
x

http://www.tjjd.texas.gov/statistics/researchdetail.aspx
https://www.bjs.gov/
https://www.ncjrs.gov/App/Topics/Topic.aspx?TopicID=122
https://www.ncjrs.gov/App/Publications/AlphaList.aspx
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Contact Us

Glenn Like
Glenn.Like@tjjd.texas.gov

(512) 490-7767

Carolina M. Corpus-Ybarra
Carolina.Corpus-Ybarra@tjjd.texas.gov

(512) 490-7258

mailto:Glenn.Like@tjjd.texas.gov
mailto:Carolina.Corpus-Ybarra@tjjd.texas.gov

